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This schedule applies tdJ.W. Medicire

Scope ofecordsretention schedule

This records retention schedudaithorizes the destruction/transfer dhe public records oJ.W. Medicinegelating to the functions of agency management, asset
management, health care and treatment, hospital support services, human resource management, laboratory and pathology eminpbarmacies, and
research.The scheduleis to be used in conjunctiomvith the State GovernmentGeneral Records Retention ScheduleGGRRSwhich authorizes the
destruction/transfer of public records common to all state agencies

Disposition of public records

Public records covered by records series within this records retention sch@dglardiess of format) must be retained for the minimum retention period as
specified in this schedul®/ashington State Archives strongly recommends the disposition of public records at the end of their minimum retentiofopéhni®d
efficient and effetive management of state resources.

t dzoft A0 NBEO2NRa R@arhadshtRetanfiof) IYazad! N2 KAWESD 2NRAG NBSBESREY F SR a4 a! NOKAGEE 6
by the Washington State Archives before dispositRublic ecords must not be destroyed if they are subject to ongoing or reasonably anticipated litigauticin
LJdzo f A0 NBO2NR& Ydzad 06S YIylFr3aSR Ay | 002 NRI y ORbligricirés miskidt be deSrgyekifhay atdpedt A O A
to an existing public records request in accordance whthpter42.56RCW Such public records mustbel yF 3SR Ay | OO2NRI yOS gA ¢
procedures for public records requast

Revocation of previously issued records retentisnhedules
All previousy issued records retention schedulesWoVN. Medicineare revoked U.W. Medicinanustensure that the retention and disposition of public records
is in accordance with current, approved records retention schedules.

Authority
This records retention schedule was approved byStateRecords Committee in accordance with RCW 405D4on December7, 2022,

Signature on File Signature on File Signature on File Signature on File
For the State Auditor: For the Attorney General: For the Office of Financial Managemen The State Archivist:
Al Rose Suzanne Becker Gwen Stamey Heather Hirotaka
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REVISION HISTORY

Version Date of Approval Extent of Revision
1.0 August 32011 Initial version.
1.1 June 5, 2013 Minor revisiors.
1.2 September 3, 2014 | Minor revisiors.
Addition ofa newStudentManagement section and minor revisiotasthe Agency ManagememtCommunity
1.3 December 3, 2014 | Relations; Health Care and TreatmerRatient Billing; and Hospital Support Servig&€duality Assurance and
Compliance sections.
1.4 March12, 2015 Revision of Research Management section.
Minor revisions to the@Hospital Support ServiceQualityAssurance and Compliariccend dPharmacy Managemen
15 March 2, 2016 i :
¢ Drug Accountabilit§/sectiors.
Minor revisionsand correctiongo the Agency ManagemenHealth Care and Treatment, HospiSupport Services,
1.6 December7, 2016 and Human Resource Management sections. Corrections made to Research Management and Student Mang
sections Essential and Subject Indexes updated to reflect minor revisions and corrections.
. Minor revisions andorrectionsto the Asset Managementlealth Care and Treatment, Hospital Support Services
1.7 April 42018 .
Human Resource Management, and Pharmacy Manageseetibns
Minor revisions to theAgency Management, Asset Managemet¢alth Care and Treatme and Hospital Support
1.8 August 1, 2018 . . . Ny .
Servicesections Major revisions to the Laboratory and Pathology Management section.
19 October 2, 2019 Minor revisions to Hospital Support Services, Human Resource Management, and Laboratory and Pathology

Management sections.
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1.10 December 72022 Minor revisions to Community Relations a@dality Assurance and Compliarszetions.

For assistance and advice in applying this records retention schedule,
please contacthe U.W. Medicin@ &8 wSO2NRa hF¥FAOSNI
or Washington Statdérchives at:

recordsmanagement@so0s.wa.gov
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1. AGENCY MANAGEMENT

This section covers records relatingthe overarching management of agency business and its general administration not currently covere®btatehe
Government General Records Retention Schedule

See Staté&sovernment General Records Retention Schedule for additional records relating to agency management.

1.1 COMMUNITY RELATIONS

The activity ofhe agency interacting with its community

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQgI\IT-II—IOOI\II\I:(IZ\ITEI)ON DESIGNATION
NUMBER (DAN]
18-08-69299 | Clinical Observation Records Retainfor 8 years after end | NONARCHIVAL
Rev. 0 Records relating tthe application for and granting of observational privileges in a clini| of observation NON(EJIS:;ENT'AL
setting. Includes, but is not limited to, signed agreements, background checks, healtl] then
surveys and immunizations, and correspondence. Destroy.
Excludes records covered Bledical Staff Credentialing/Privilegifignroliment(DAN 11
08-62587)
11-08-62511 | Patient Relations Retainfor 8 years after NONARCHIVAL
Rev2 |wSO2NR& NBfFGAy3 (G2 GKS 3Sydeqa Ay d S\ inquiry/complaint/grievance NON(E;;ENT'AL
inquiries, complaints, and grievances. then
Includes, but is not limited to: Destroy.
1 Inquiries/complaints/grievances received;
1 Documentation of agency response(s).
Excludesecords covered bZompliance Investigations (DAN-A&62584).
1. AGENCY
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1.1 COMMUNITY RELATIONS

The activity ofhe agency interacting with its community

DISPOSITION
AUTHORITY
NUMBER (DAN]

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

13-06-68446
Rev4

Patient Relations; Telephone Record&Rkouting

Records documenting routine phone calls and referral processes directed to UW Me(
call centers and other units, relating to health care, appointments,ifregucomplaints,
and financial matters.

Includes, but is not limited to:

1 Recordings of interactions;
9 Call reports and statistics.

Excludesecords covered hy
Patient Relations (DANL-08-62511);

Patient Medical RecordsAge 18 and Over (DAN-D8-62561)

1
1 Compliance Investigations (DAN-0862584)
1
|

Patient Medical RecordsUnder Age 18 (DAN 108-62562).

Retainuntil no longer
needed for agency business

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

1.AGENCY
MANAGEMENT
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2.
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ASSET MANAGEMENT

Iy R

exposure, where not covered by tigtate Government General Records Retention Schedule

See the Stat&overnment General Records Retention Schedule for additional record series relating to disposal, hazardous waste/ervinanagerzent,
inventory, leasing/usage, and maintenance.

F¥FFAEAFGSR

Sy i AefuipBenQand ddréniedtalf

2.1 DISPOSAL
The activity oRA aLI2 Ay 3 2F G KS | 35 gtiiedvide) wherg &of doerediby M@ SizdeKGoverlnrheSt Geénlal Records R
Schedule.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\lT-ll—lool\ll\I:(':\lT[I)ON DESIGNATION
NUMBER (DAN]
11-08-62513 | Decay InStorage Retainfor 3 years after date | NONARCHIVAL
Rev.0 | Records relating to the disposal of radioactive materials due to decay in storage purs| Of final disposal NON%SPSRENT'AL
to WAC 24&40-128. then
Note: WAC 24@40-584 requires the retentioaf records relating to the disposal of deday | Destroy.
storage radioactive material for 3 years.
11-08-62514 | Decaycg Strontium-90 Retainfor the life of the NONARCHIVAL
Rev. 0 Records documenting the activity of strontie®® sources, used to determine treatment| Source NON%SPSRENHAL
times for ophthalmic treatments, pursuant to WAC 2240-272. then
Note: WAC 24@240-602 requires the retention of records relatinghe activity of strontium | Destroy.
90 sources used for ophthalmic treatments for the life of the source.
11-08-62512 | Radioactive Materialg Disposal Retainuntil termination of NONARCHIVAL
Rev.0 | Records relating to the disposal of byproduct or radiopharmaceutical material, includj 1ast pertinent license or NONESSENTIAL
burials in soil. registration OPR
Note: WAC 24@21-230(8)(a) requies the retention of records relating to disposal of then
radioactive material until termination of pertinent license or registration. Destroy.
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2.2 INFORMATION TECHNOLOGY
¢KS FOGA@GAGE 27F Y lmyakiod feghablogy Krfdl sarvigedhyer@ &dd éoveded By Zhe State Government General Records Re
Schedule.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEggI\IT-II—Igl\II\I:gT?ON DESIGNATION
NUMBER (DAN]
18-04-69199 | Computer Forensic Investigations Retainfor 8 years afteend NONARCHIVAL
Rev.0 | Records relating to the acquisition, examination, analysis, and reporting of digital evi¢ Of investigation NON%SPSRENT'AL
found in computers and digital storage media. then
Excludes records covered by: Destroy.
1 Compliance Investigations (DAN-0&62584)
1 Information Security Records (DANI3#68535)
14-09-68535 | Information Security Records Retainfor 1 year after end off NONARCHIVAL
Rev.0 |whk g REGF adzOK Fa FAfSasz t23as 2N §t §0( calendaryear NONESSENTIAL
. : ) ) . OFM
enterprisecomputer systems, used to assess and identify potential or actual security | then
incidents. Destroy.
Includes, but is not limited to:
1 Security logs;
1 Firewall logs;
1 Sysem file use data;
1 System activity data;
1 User activity data;
 Anti-virus data.
Excludes security incidents that warrant further investigations.
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2.3 INVENTORY
Theactivity of detailing or itemizing goods, materials and resources on a periodic basis.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\lT-ll—lgl\ll\l:gT?ON DESIGNATION
NUMBER (DAN]
11-08-62516 | Radiation Sourcénventories Retainfor 3 years after date | NONARCHIVAL
Rev. 0 Records relating to semiannual physical inventories of sealed sources and brachythe Of inventory NONI(E)?DSI;ENTIAL
sources pursuant to WAC 2280-572. then
Note: WAC 24@40-572 requires the retention of records relating to physical inventories of Destroy.
sealed sources and brachytherapy sources for 3 years.
11-08-62517 | Radioactive Materialc Acquisition/Transfer Retainfor 3 years after NONARCHIVAL
Rev.0 | Records relating to the acquisition or transfer of byproduct and/or radiopharmaceutic{ disposal/transfer NON'(E)SPSRENWA
material. then
Note: 10 CFB0.51(a)(1) and (2) require the retention of records relating to the receipt or | Destroy.
transfer of byproduct material for 3 years following transfer or disposal of the material.



o

WASHINGTON
Secretary of State

Washington State Archives

U.W. MedicineRecords Retention Schedu
Version 1.1qDecember 202p

2.4 LEASING/USAGE
The activity of acquiring or granting temporary authority to use goods, materials, or resources.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

NUMBER (DAN]

DISPOSITION ACTION

11-08-62518 | In-Home Equipment Retainfor 8 years after NONARCHIVAL
Rev. 0 Records relating to the provision and maintenance of hospitated equipment used in | €quipment has be_en NONI(E)?DSI;ENTIAL
patient residences, including radioactive materials and surveys of associated equipm removed from patient
(mobile medical services). residence
Note: WAC 24@40-581 requires the retention of letters permitting the use of radioactive then
YFGSNRAIE Fd F OtASydQa | RRNBaasz hfgrkhe lasizN] Destroy.
provision of service.
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2.5 MAINTENANCE
The activity of managing the use and maintenance of agency facilitiescanpgment.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIESgI\IT-II—IC?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN]
11-08-62519 | Calibration¢ Brachytherapy Sources Retainfor 3 years after last NONARCHIVAL
Rev. 0 Records relating to the calibration of brachytheramyrces before medical use pursuan{ use of source NON%?DS&ENHAL
to WAC 24&40-269. then
Note: WAC 24240-599 requires the retention of records relating to the calibration of Destroy.
brachytherapy sources before medical use for 3 years.
11-08-62520 | Calibration¢ Dosimetry Equipment Retainfor the duration of NONARCHIVAL
Rev.0 | Records relating to thealibration, intercomparison, and comparisons of dosimetry I dzi K2 NR llicerise dza NON'(E)SPSRENT'AL
equipment performed in accordance with WAC 22/8)-366. then
Note: WAC 24@40-611 requires the retention of records relating to the calibration, Destroy:.
intercomparison, and comparisons of dosimetry equipment for the duration of the authori
dza SNnRa fAOSyasSo
11-08-62521 | Calibration Expert Evaluations Retainfor 5 years after NONARCHIVAL
Rev.0 | Records relating to the evaluation of calibration experts by teletherapy licensees on ff S E LIS NI Q& LIS NJj NONESSENTIAL
of the hospital. full calibration OPR
then
Destroy:.
11-08-62522 | Calibration Instructions; Image Receptors Retainuntil disposition of NONARCHIVAL
Rev. 0 Records relating to calibration instructions for image receptor equipment. image receptor NON(E)IS:;ENT'AL
then
Destroy.
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2.5 MAINTENANCE

The activity of managing the use and maintenance of agency facilitiescanpgment.

DISPOSITION
AUTHORITY
NUMBER (DAN]

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

11-08-62523
Rev. 0

Equipment Calibration and Testing

Records relating to the calibration and/or testing of instruments and equipment used
the survey or administration of byproduct matenghere not covered by a more specific
record series

Includes, but is not limited to:

9 Calibration of instruments used fguantitative radiation measurements in
accordance with WAC 24821-110(2);
Calibration of survey instruments in accordance with WAGZ4¥6104;
Calibration of teletherapy units, remote afterloader units, and gamma stereotg
units in accordance with WAZ26-240-369;
9 Calibration of instruments used to measure the activity of unsealed radioactiv
material in accordance with WAC 2280-101;
1 Records relating to testing of high radiation entry control devices in accordan
with WAC 24&21-106(3).
Note: WAQR46-240-566 requires the retention of survey instrument calibration records for
years.

Note: WAC 24@40-614 requires the retention of teletherapy unit, remote afterloader unit,
and gamma stereotactic radiosurgery unit full calibrations for 3 years.

Note WAC 24840563 requires the retention of records of each calibration of instrumentg
used to measure the activity of unsealed radioactive material for 3 years.

1
1

Retainfor 3 years after date
of calibration/test

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

2. ASSET MANAGEME
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2.5 MAINTENANCE
The activity of managing the use and maintenance of agency facilitiescanpgment.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEggI\IT-II—IC?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN]
11-08-62524 | Equipment Sterilization/Infection Control Retainfor 8 years after date | NONARCHIVAL
Rev.2 Records relating to the testing of facilities or equipment for infectious substances, an( Of sterilization NONEIS:“:’AENHAL
the sterilization of equipment or materials for medical use. then
Destroy.
11-08-62525 | Instructionsi Manufacturer Retainfor duration of source| NONARCHIVAL
Rev. 0 Instructions supplied by manufacturers and kept by the licensee of any sealed sourcg US€ NON(EJIS:;ENT'AL
brachytherapy source in accordance with 10 CFR 35.67(a). then
Destroy.
11-08-62526 | Instructions/Procedures, Radiation Protection Retainfor 3 years after NONARCHIVAL
Rev. 0 Written procedures, safety instructions, and/or operating procedures for remote disposition of equipment ESSENTIAL
. . . . . (for Disaster Recovery
afterloader units, teletherapy units, and/or gamma stereotactic radiosurgery units as | then OPR
described in WACs 24810-360(1)(d) and 24@40-360(4)(b). Destroy.
Note: WAC 24@40-608 requires the retention of written procedures, safastructions, and
operating procedures for remote afterloader units, teletherapy units, and gamma stereotg
radiosurgery units until disposition of the unit.
11-08-62527 | Radiation Machine Registrations Retainfor 6 years after NONARCHIVAL
Rev.0 | Records relating to the registration of radiation machines with the DepartmeHeafth | termination of registration o E_SStErNRT'ALr
in accordance with Chapter 2424 WAC. then (fo 'SaéTDRecove Y
Destroy:.
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2.5 MAINTENANCE
The activity of managing the use and maintenance of agency facilitiescanpgment.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\lT-ll—lgl\ll\l:gT?ON DESIGNATION
NUMBER (DAN]
11-08-62529 | Surveys; TreatmentEquipment Retainfor the duration of the| NONARCHIVAL
Rev.0 | Records relating to radiation surveystafatment equipment in accordance with WAC | Use of the treatment unit NON%?DS&ENHAL
246-240-390. then
Note: WAC 24@40-629 requires the retention of records relating to radiation surveys of | Destroy.
treatment units for the duration of use of the unit.
11-08-62530 | Teletherapy Calibration Calculations Retainuntil termination of NONARCHIVAL
Rev.0 | Records relating to calibration inteomparisons and comparisonsdidsimetry equipment license NON'(E)SPSRENT'AL
equipment for teletherapy. then
Destroy:.
11-08-62531 | Teletherapy FiveYear/Source Replacement Inspections Retainfor the duration of the| NONARCHIVAL
Rev.0 | Records relating to fivgear inspections or servicing of teletherapy and gamma use of the unit NON%SPSRENT'AL
stereotactic radiosurgery units in accordance with WAG 248393. then
Note: WAC 24@240-632 requires the retention of records relating to fixgar inspections for | Destroy.
teletherapy and gamma stereotactic radiosurgery units for the duration of use of the unit.
11-08-62532 | Teletherapy Source Installation Surveys Retainuntil termination of NONARCHIVAL
Rev. 0 Records relating to radiation surveys of teletherapy sources prior to medical use and| €quipment license NON(E)IS:;ENT'AL
after each installation of a teletherapy sourceaiccordance with 10 CFR 35.641. then
Note: 10 CFR 35.641(c) requires the retention of records relating to teletherapy source | Destroy.
installation radiation measurements for the duration of the license.
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2.5 MAINTENANCE
The activity of managing the use and maintenance of agency facilitiescanpgment.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

NUMBER (DAN]

DISPOSITION ACTION

11-08-62533

X-Ray/Electron Therapy Spot Checks

Retainfor 1 year after
completion of spot check

NONARCHIVAL
NONESSENTIAL

Rev. 0 Records relating to spot check measurements-tdykand electron therapy systems OPR
pursuant to WAC 24225-130. and
Note: WAC 24@25-130(2)(u)(iii)(H) requires the retention of records relating to spot check for twice as long as spot
x-ray and electron therapy spot checks for one year or for twice asbtige spot check cyclg check cycle
whichever is greater. then
Destroy.



o

WASHINGTON
Secretary of State

Washington State Archives

U.W. MedicineRecords Retention Schedu
Version 1.1qDecember 202p

2.6 PURCHASING/ACQUISITION

The activity of acquiring assdtsrough purchase or donation. Includes records documenting ownership of assets.

See theéState Government General Records Retention Schefiuleecord series relating to the purchasing/acquisition of agency assets.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIEEEEII\IT-EL?I\II\I:(’Z\IT[I)ON DESIGNATION
NUMBER (DAN]
11-08-62534 | Acceptance Testing

Rev. 0

Records relating to purchase specifications and acceptance testing of diagnostic radi
equipment pursuant to 21 CARO00.55.

Note: 21 CFR 1000.55(c)(2) requires the retention of purchase specifications and recordg
acceptance testing throughout the life of the equipment.

Retainuntil disposition of
equipment

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

2. ASSET MANAGEME
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3. HEALTH CARE AND TREATMENT

The function relating to the assessmemtiagnosis, and treatment of patients.
{GFr3S D2OSNYYSy (G DSYMANIRESOWROE MANAGEMESTIuPafiandl Bedlth and BateBadityFd® additional
records relating to employee/occupational healfee the State GovernnteBeneral Records Retention Schedule for additional financial records.

{SS UKS

3.1 DIAGNOSTI&ND MEDICAL IMAGING

The activity of imaging the human body for clinical assessment and/or diagnosis.

DISPOSITION
AUTHORITY
NUMBER (DAN]

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

11-08-62535
Rev4

Diagnosticilmagingand TestingRecords; Age 18 andOver

Records relating texaminations, assessments, or teperformed inorderto determine
condition, dseasepr injury,which may take the form of graphs, images, tracings, vide
or otherformatsproduced by diagnostic equipmemilso includes signed orders,
requisitions,or other documented requests hyrovidersfor diagnostic testand imageso
be performed, as well agports, summariesyr other documentation of interpretations o
diagnosticassessments

Excludesecords covered hy

Endoscopy and Colonoscopy Images (DABBED300)
Endoscopy and Colonoscopy Videos (DAGBHD301);
Patient MedicaRecords; Age 18 and Over (DAN-08-62561)
MammogramgDAN 1108-62537)

Sleep Test Data (DAIS-04-69204.

=a =4 -4 -8 -9

Retainfor 10 years after datg
of test or assessment

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

3. HEALTH CARE AN[]
TREATMENT
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3.1 DIAGNOSTIEND MEDICAL IMAGING
The activity of imaging the human body for clinical assessment and/or diagnosis.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
11-08-62536 | Diagnosticimagingand TestingRecords; Under Age 18 Retainfor 10years after NONARCHIVAL
Rev.4 Records relating to examinations, assessments, or tests performed in order to detern Patient attains age 18 NON%SPS;QENTIAL
condition, disease, or injury, which may take the form of graphs, images, tracings, vig then
or other formatsproduced by diagnostic equipmemilso includes signed orders, Destroy.
requisitions,or other documented requests hyrovidersfor diagnostic testand imageso
be performed, as well as reports, summariespther documentation of interpretations o
diagnosticassessments
Excludes records covered by:
1 Endoscopy and Colonoscopy Images (DAGBHD300)
1 Endoscopy and Colonoscopy Videos (DAGBHD301);
1 Patient Medical RecordsUnder Agel8 (DAN 1108-62562)
T Mammograms (DAN 108-62537)
1 Sleep Test Data (DAIS-04-69204).
18-08-69300 | Endoscopy an&olonoscopy Images Retainfor 10 yearsafter date | NONARCHIVAL
Rev. 0 Still images and other documentation generated during examinations of the digestive| Of procedure or 10 years NONESSENTIAL
Excludes records covered by: per.formed _at the facility,
. _ _ . whichever is longer
9 Diagnostic Imaging and Testing Recardsye 18 and Over (DAN-D8-62535) then
1 Diagnostic Imaging and Testing Recardénder Age 18 (DAN 118-62536)
1 Endoscopy and Colonoscopy VidedsN2808-69301); Destroy
1 Patient Medical RecordsAge 18 and Over (DAN-D8-62531)
i Patient Medical RecordsUnder Age 18 (DAN 418-62562)
3. HEALTH CARE AN
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3.1 DIAGNOSTI&GND MEDICAL IMAGING

The activity of imaging the human body for clinical assessment and/or diagnosis.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
18-08-69301 | Endoscopy and Colonoscopy Videos Retainfor 2 years after date | NONARCHIVAL
Rev. 0 Videos generated during examinations of the digestive system. of procedure NON%SPS;QENTIAL
Excludes records covered by: then
1 Diagnostic Imaging and Testing Recordsge 18 and Over (DAN-D8-62535) Destroy.
1 Diagnostic Imaging an@lesting RecordsUnder Age 18 (DAN 118-62536)
1 Endoscopy and Colonoscopy Images (DABBED300)
1 Patient Medical RecordsAge 18 and Over (DAN-D8-62531)
1 Patient Medical RecordsUnder Age 18 (DAN 118-62562)
11-08-62537 | Mammograms Retainfor 5 years after date | NONARCHIVAL
Rev.3 X-ray image of the breast used primarily foliagnostic and screenimurposes of mammogram ESSENTIAL
(for DisasterRecovery)
Excludesecords covered by: or OPR
1 Patient Medical RecordsAge 18 and Over (DAN-D8-62561) Mn eSkNR | ¥0S
1 Patient Medical RecordsUnder Age 18 (DAN 108-62562) mammogram performed at
1 Diagnostic Imagingnd TestingRecords; Age 18 and Over (DAN-D8-62535) Ithe facility, whichever is
f Diagnostic Imagingnd TestingRecords; Under Age 18 (DAN 108-62536) onger
Note: The Mammography Quality Standards Act (MQSA) Title 42, Chapter 6A, Subchapt then
Part F, subpart 3 () (G)(i)(1) requires the retention of mammograms for not less than 5 yeq Destroy.
not less than 10 years if no subsegqumammograms of such patient are performed at the
facility.
3. HEALTH CARE ANI]
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3.1 DIAGNOSTI&GND MEDICAL IMAGING

The activity of imaging the human body for clinical assessment and/or diagnosis.

I,DAILSJ'IP'I?SIQ—II'I(')YN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
18-08-69308 | Operating Room Videos Retainfor 2 years after date | NONARCHIVAL
Rev. 0 Videos andissociated imagegenerated during surgical procedures conductetiaspital | Of procedure NON%SPS;QENTIAL
operating rooms. then
Excludes records covered by: Destroy.
1 Patient Medical RecordsAge 18 and Over (DAN-08-62561)
1 Patient Medical RecordsUnder Age 18 (DANL-08-62562)
18-04-69204 | Sleep Test Data Retainfor 5 years after date | NONARCHIVAL
Rev.0 | Raw data collected from sleep tests. of test NONEIS:“:’AENHAL
Includesbut is not limited to: then
1 Polysomnography (PSG) data; Destroy.
1 Multiple Sleep Latency Testing (MSLT) data;
1 Maintenance of Wakefulness Testing (MWT) data;
1 Home Sleep Apnea Testing (HSAT) data.
Excludes records covered by:
9 Diagnostic Imaging and Testing Recardsye 18and Over (DAN 118-62535)
9 Diagnostic Imaging and Testing Recardsnder Age 18 (DAN 118-62536)
Note: Retentiorperiod required to meet thaccreditation standards of the Amiean Academy
of Sleep Medicine.
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3.2 LONG TERM CARE/NURSING FACILITY MANAGEMENT
The activity of managing long term care or nursing home programdaaniliies.
?S‘?I?SQ—I?YN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
11-08-62539 | Drug Logsg; Therapeutic Leave Retainfor 8 years after date | NONARCHIVAL
Rev. 0 Logs documenting the provision of prescription drugsesidents for consumption during| Of last entry NONI(E)?DSI;ENTIAL
leave away from the long term care/nursing facility pursuant to WAC8&58070(4). then
Destroy.
11-08-62540 | Emergency Kit Drugs Retainfor 6 years after date | NONARCHIVAL
Rev.0 | Records relating to the receipt and removal of drugs in emergency kits maintainedgoy| Of receipt/removal NON%SPSRENT'AL
term care/nursing facilities in accordance with WAC-386-030(4). then
Destroy.
11-08-62541 | Long Term CarkacilityNursing Home Resident Medical Recorgage 18 and Over Retainfor 8 years after last NONARCHIVAL
Rev.2 Records created bipng term cardacilitiesor nursing homesn a perpatient basis which | discharge ESSENTIAL
document services provided to patients. then (for D'Sag;rlsecovery
Note:seeRCW 18.51.300 Destroy.
11-08-62542 | Long Term CarkacilityyNursing Home Resident Medical Recorg&/nder Age 18 Retainfor 10 years after last| NONARCHIVAL
Rev.2 Records created by long term care facilittesiursing homesn a perpatient basis which | discharge ESSENTIAL
document services provided to patients. or (for D'sag;rgecovery
Note:seeRCW 18.51.300 3 years after patient attains
agel8, whichever is longer
then
Destroy.
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3.2 LONG TERM CARE/NURSING FACILITY MANAGEMENT
The activity of managing long term care or nursing home programdaaniliies.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIZEggI\IT-II—IC?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN]
11-08-62543 | Persons Seeking Admission Retainfor 1 year after date NONARCHIVAL
Rev.0 | Records relating to individuals on waiting lists for admission to the long term care/nun ©Of last activity NONEIS:“:’AENT'AL
facility in accordance with WAC 388-0040(6), but who have not yet been admitted. then
Destroy.
11-08-62544 | Resident Administration Retainfor 1 year after NONARCHIVAL
Rev.0 Records documenting summary patient information pertinent to the administration of | death/discharge of resident NON'(E)SPSRENT'AL
long term care/nursing services, such as information relating to resident identification| then
FILYAf@ O2yidl Odaszs | yRRSHEAYAEYOAATFt RSO AT 3 Destroy.
Excludedong term care/nursing home patient records covered by08362541 or 1108
62542.
11-08-62545 | Resident Censuses Retainuntil no longer ARCHIVAL
Rev.0 | Records documenting census information and statistics about long term care/nursing| Needed for agency business (A,\ﬁ)gﬁs;g g;‘mrm
residents. then OFM
Transferto Washington State
Archives for appraisal and
selective retention.
11-08-62546 | Resident In/Out Logs Retainfor 3 years after last NONARCHIVAL
Rev. 0 Logs documenting residents signed in or out as they physically enter or leave the lon| €ntry NON%?DSRENT'AL
care/nursing facility. then
Destroy.
3. HEALTH CARE ANI]
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3.3

PATIENT ADMINISTRATION

The activity of administering health care and treatment services provided for patients.

DISPOSITION
AUTHORITY
NUMBER (DAN]

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

14-09-68534 | Admitting and Registration

Retainfor 10years after date

NONARCHIVAL

Rev.2 Records relating to the process of admittimggistering, and coordinating careiipatient | of document ESSENTIAL
and outpatient settings. Includes utilization and case management records, census a| then (for Dlsagepr;ecovery
patient health statistics, and patient safety and satisfaction surveys. Destroy.

Excludesecords covered hy
1 Patient Medical RecordsAge 18 and Over (DAN-08-62561)
1 Patient Medical RecordsUnder Age 18 (DAN 118-62562)
1 Referral; To the Agency (DANL-08-62552);
1 Referrals; Outside of the Agency (DAN-Q&62553)
16-12-69015 | ClinicBusiness Operations Retainfor 8 years after end NONARCHIVAL
Rev.0 |wSO2NR&E NBfFGAYI (2 (GKS NRdziAyS 2 LISNI ( ofcalendaryear NONESSENTIAL
ambulatoryclinics and nursing units. or OFM
Includes, but is not limited to: until supersededwhichever
1 Patient resources:; is longer
9 Patient appointments, schedules, and sigrsheets; then
1 Office task lists, checklists, and worksheets; Destroy,.
1 Staff signature lists.

Excludes records covered Byaff Plans/Schedules (DAN-0862595)
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3.3 PATIENT ADMINISTRATION
The activity of administering health care and treatment services provided for patients.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEB@II\IT-II—IC?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN]
18-04-69202 | Emergency Response Records Retainfor 3 years after end | NONARCHIVAL
Rev. 0 Records relating to the preparation, coordination, and/or deployment of personnel an| Of calendar year ESSENTIAL
. . . . . . . . (for Disaster Recovery
equipment for prehospital care and treatment in medicainergencies, including dispatc| then OPR
records. Destroy.
Excludesecords incorporated into the Electronic Healthd@rd covered by:
1 Patient Medical RecordsAge 18 and Over (DAN-08-62561)
1 Patient Medical RecordsUnder Agel8 (DAN 1108-62562)
11-08-62547 | Master Patient Index Retainfor the life of the ARCHIVAL
Rev.2 Records documenting patient identification, registration, medical, and billing informat{ @gency (ApggsggNe%fS)
for each individual registered at the hospital. Includes demographic data, encounter ¢ then OPR
Archives for appraisal and
selective retention.
11-08-62548 | Maternity Registers Retainfor 3 years after date ARCHIVAL
. . . of entr (Permanent Retention)
Rev.0 Registers of maternity cases at the hospital. ) y NONESSENTIAL
then OFM
Transferto Washington Statg
Archives for permanent
retention.
3. HEALTH CARE ANI]
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3.3 PATIENT ADMINISTRATION
The activity of administering health care and treatment services provided for patients.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEB@II\IT-II—IC?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN]
11-08-62549 | Operative Indexes Retainfor 10 years after date =~ ARCHIVAL
Rev.1 | Logs of surgical operations performedthg hospital and pertinent staff, equipment, or | of entry (Pﬁg‘ﬁ”énstggﬁﬁmi
facility information. then OFM
Note: The American Health Information Management Association (AHBd#&nmends the | Transferto Washington State
retention of operative indexes for 10 years. Archives for permanent
retention.
11-08-62551 | Operative Scheduling/Assignments Retainfor 8 years after date | NONARCHIVAL
Rev. 0 Records relating to the scheduling and assignment of stgffipment, or other medical | of operation NON%SPSRENT'AL
resources for preoperative, operative, or posbperative procedures performed by the then
hospital and/or its ancillary departments (e.g. perioperative services). Destroy.
Includes, but is not limited to:
1 Anesthesia/activity logs;
1 Equipment schedules;
1 Medical, nursinganesthesia, and support staff schedules;
1 Perfusion records.
11-08-62552 | Referralsg To the Agency Retainuntil no longer NONARCHIVAL
Rev. 0 Pre-admission records relating patients referred to the agency by outside providers. | needed for agency business NON%?DSRENT'AL
then
Destroy:.
3. HEALTH CARE ANI]
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3.3 PATIENT ADMINISTRATION

The activity of administering health care and treatment services provided for patients.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Dlgggi'l\gg),\'l\l :CNT?ON DESIGNATION
NUMBER (DAN]
11-08-62553 | Referralsg Outside of the Agency Retainfor 2 years after date | NONARCHIVAL

NONESSENTIAL

Rev. 0 Records relating to agency referrals of patients to-4agency providers. of receipt ORM
then
Destroy.
3. HEALTH CARE ANI
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o

3.4  PATIENT BILLING

The activity of billing patients for services provided by the hospital or its ancillary departments.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
11-08-62557 | Compliance; Uncompensated Care Retainfor 3 years after NONARCHIVAL
Rev.l Records documenting agency compliance with uncompensated care requirements off eport submitted to Health | NONESSENTIAL
CFR Part 124.510(b). and Human Services OFM
Includes, but is not limited to: or
9 Any documentsrom which the information required to be reported to Health arf 180 days after C"?Se of Heall
Human Services once every three fiscal years was obtained (see 42 CFR and Human Services
124.510(a)(i)); investigationwhichever is
1 Accounts which clearly segregate uncompensated services from other accoul longer
1 Copies of written determinabns of eligibility under 42 CFR Part 124.507. then
Destroy:.

3. HEALTH CARE ANI
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3.4  PATIENT BILLING

The activity of billing patients for services provided by the hospital or its ancillary departments.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Dlgggi'l\gg),\'l\l :CNT?ON DESIGNATION
NUMBER (DAN]
11-08-62556 | Patient Financial Records Retainfor 10 years after datg NONARCHIVAL

Rev. 1

Records relating to patient billing, the revenue cycle of payments and reimbursement
claims by the healthcare provider to a third party payer, and the documentation to
supportthese functions. Also may include records relating to financial assistance
requested and/or granted.

Includes, but is not limited to:

1 Applications for financial assistance (Medicaid/Medicare eligibility-Bditton
eligibility, etc.)

Medicaid/Medicare applications, questionnaires, billing records, and
reimbursements;

Insurance and patient reimbursements;

Institutional and professional claims;

Patient billing statement (discharge);

Cost/Fee sheets and supporting documentation;

Facility Only Billing (FOB);

Reconciliations;

Audits;

Refunds;

Write-offs/charity;

Appeals;

Correspondence (patient and third party payer).

]

=4 =4 -4 -8 _a_98_4a_-4_-29_-49._-2

of document
then
Destroy.

NONESSENTIAL
OPR

3. HEALTH CARE AN[]
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3.5 PATIENT MEDICAL RECORDS
The activity of managing documentation relating to imsessment and treatment of patients.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
18-08-69291 | Assisted Reproductiog Donor Recordg Not Successful Retainfor 10 years after NONARCHIVAL
Rev.0 | Recordgelating to genetic materials donated for assisted reproduction not resulting irl donated materials are ESSENTIAL
conception. disposed of or no longer (for Dlsagepf gecovery
Excludes records cored by: viable
1 Patient Medical RecordsAge 18 and Over (DAN-DB-62561) then
f Patient Medical RecordsUnder Age 18 (DAN 118-62562) Destroy.
18-08-69292 | Assisted Reproductiog Donor Recordg Successful Retainfor the life of the NONARCHIVAL
Rev.0 | Records relating to genetic materials donated for assisted reproduction resulting in | @9€ncy ESSENTIAL
conception, including donor charts and the recipient/donor match list. then (for D'sag;r;eco"ery
Excludes records covered by: Destroy.
1 Patient Medical RecordsAge 18 and Over (DAN-08-62561)
1 Patient Medical RecordsUnder Age 18 (DAN 118-62562)
18-08-69293 | Assisted Reproductiog Screening Records Retainfor 10 years after NONARCHIVAL
Rev.0 | Recordselating to the screening of individuals donating genetic materials for assisted donated materials are ESSENTIAL
reproduction. disposed of, transplanted, o (for Disaster Recovery
no longer viable OPR
then
Destroy.
3. HEALTH CARE ANI[j
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3.5 PATIENT MEDICAL RECORDS

The activity of managing documentation relating to imsessment and treatment of patients.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggi'l\gg),\'l\l :CNT?ON DESIGNATION
NUMBER (DAN]

11-08-62558 | CounselingRecords; Age 18 and Over Retainfor 10years after NONARCHIVAL
Rev.2 Recordgocumenting therapeutic techniques and services provided during counseling individual2 last visit E_SSENT'AL

therapy, or other mentalbehavioral health treatment sessions. then (for Dlsagzr,\;e seovery
Includes, but is not limited to: Destroy.

1 Progressotes tests,andother analyses

1 Medications;

1 Registrations, questionnaires, and other intake documents;

1 Logs, worksheetgnd checklists;

1 Appointments and attendance sheets;

1 Consent and authorization forms.

Excludes records covered by:

1 Psychotherapy Notes (DAR-12-69018;
1 Patient Medical RecordsAge 18 and Over (DAN-08-62561)

3. HEALTH CARE ANI
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3.5 PATIENT MEDICAL RECORDS

The activity of managing documentation relating to imsessment and treatment of patients.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggi'l\gg),\'l\l :CNT?ON DESIGNATION
NUMBER (DAN]

16-12-69016 | CounselingRecords; Under Age 18 Retainfor 10years after NONARCHIVAL
Rev.0 Records documenting therapeutic techniques and services provided during counselir| individual attains age 18 ESSENTIAL

therapy, or other mental/behavioral health treatment sessions. then (for Dlsagzr,\;e seovery
Includes, but is not limited to: Destroy.

1 Progress notes, tests, and other analyses;

1 Medications;

1 Registrations, questionnaires, and other intake documents;

1 Logs, worksheets, and checklists;

1 Appointments and attendance sheets;

1 Consent and authorization forms.

Exclules records covered by:

1 Psychotherapy Notes (DAR-12-69018;
1 Patient Medical RecordsUnder Age 18 (DAN 118-62562)

3. HEALTH CARE ANI
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3.5 PATIENT MEDICAL RECORDS

The activity of managing documentation relating to imsessment and treatment of patients.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggi'l\gg),\'l\l :CNT?ON DESIGNATION
NUMBER (DAN]
18-04-69200 | Durable Medical Equipment, Prosthetics, Orthotics, and Supplies Retainfor 7 years after da NONARCHIVAL

Rev. 0

Records relating to the proces$ordering and furnishing durable medical equipment,
prosthetics, orthotics, and/or supplies, which includes, if applicable, adjusting, replaci
and/or otherwise maintaining furnished items.

Includes, but is not limited to:

1 Certificates of Medical Necessity;
1 Delivery tickets;
1 DME information forms;
9 Prescription, orders, or requests for items.
Excludes records incorporated into the Electrddealth Record, covered by:
1 Patient Medical RecordsAge 18 and Over (DAN-D8-62561)
1 Patient Medical RecordsUnder Age 18 (DAN 118-62562)
Note: 42 CFR 424.5fprequires the retention of these records for seven years.

of service
then
Destroy.

ESSENTIAL

(for Disaster Recovery.
OPR

18-04-69201
Rev. 0

Emergency Care Records

Records relating to praospital care and treatment provided during a medical emerger|
and/or during transportation to a medical facility. Includes patient care reports, image
tests, and drug administration records.

Excludes records incorporated into the Electronic Health Record, covered by:
i1 Patient Medical RecordsAge 18 and Over (DAN-D8-62561)

1 Patient Medical RecordsUnder Age 18 (DAN 118-62562)

Retainfor 8 years afteend
of calendar year

then
Destroy.

NONARCHIVAL
ESSENTIAL

(for Disaster Recovery

OPR
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3.5 PATIENT MEDICAL RECORDS

The activity of managing documentation relating to imsessment and treatment of patients.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Dlgggi'l\gg),\'l\l :CNT?ON DESIGNATION
NUMBER (DAN]
11-08-62559 | Interpretation Services Retainfor 1 year afterend of | NONARCHIVAL

Rev.2 Records relating to the arrangement adeliveryof language interpretation during the | calendar year NONI(E)?DSI;ENTIAL
provision of health care. then
Includes, but is nolimited to: Destroy.
1 Requests for interpreters;
1 Schedules;
9 Daily logs and staff encounter sheets;
1 Appointment and clinic confirmations;
1 Encounter documentation.
Excludesecords covered by:
1 Patient Medical RecordsAge 18 and Over (DAN-08-62561)
1 PatientMedical Records Under Age 18 (DAN 118-62562)
18-08-69307 | Medical Coding Records Retainfor 10 years after date NONARCHIVAL
Rev. 0 Records documentinte application ofstandardized diagnosis and procedures codes t| 0f document (or Eli?tE'NRIcloAvlgr
clinical activitiesAlso may include notes and correspondence related to selecting then OPR Y
appropriatecodes Destroy.
3. HEALTH CARE ANI]
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3.5 PATIENT MEDICAL RECORDS
The activity of managing documentation relating to imsessment and treatment of patients.
?S‘?I?SE—I?YN DESCRIPTION OF RECORDS Dlzggill\lT-ll—l(?l\ll\l:gT?ON DESIGNATION
NUMBER (DAN]
11-08-62560 | Organ Transplant RecordsAge 18 and Over Retainfor 10years after date] NONARCHIVAL
Rev.2 Records relating tpre- and posttransplant activities performed and documented by a | Of transplant procedure ESSENTIAL
transplant program or center. then (for Dlsagepr;ecovery
Includes, but is not limited to: Destroy.
1 Transplant candidate evaluations, registrations, and waiting lists;
1 Donor health questionnaires and screening records;
1 Pre and posttransplant assessmentf organs.
Excludesecords covered bfatient Medical RecordsAge 18 and Over (DAN-D8-
62561)
16-12-69017 | Organ Transplant RecordsUnder Age 18 Retainfor 10years after NONARCHIVAL
Rev.0 | Records relating to preand posttransplantactivities performed and documented by a | candidatetionor attains age ESSENTIAL
transplant program or center. 18 (for D'Sag‘;;ecovery
Includes, but is not limited to: then
{1 Transplant candidate evaluations, registrations, and waiting lists; Destroy.
1 Donor health questionnaires and screening records;
1 Pre and posttransplant assessments of organs.
Excludes records covered BgatientMedical Records Under Age 18 (DAN 118-62562)
13-06-68447 | Outside Medical RecordsNot Used Retainfor until no longer NONARCHIVAL
Rev.0 | Medical Records received from naffiliated hospitals, clinics or healthcare providers fq needed for agency business| ~ ESSENTIAL
continuity of care that are not requested determined to be inapplicable, and are not then (for D'Sagggecovery
incorporated or uploaded into the UW Medicine medical or imaging records system(s| pestroy.
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3.5

PATIENT MEDICAL RECORDS

The activity of managing documentation relating to imsessment and treatment of patients.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS

NUMBER (DAN]

RETENTION AND
DISPOSITION ACTION

DESIGNATION

11-08-62561 | Patient Medical Records Age 18 and Over

Rev.3 Records created by the hospital or its ancillary departments on gatent basis to
document health care services provided to patients age 18 and over.

Includes, but is naimited to:

9 Diagnostic, medical, and/or imaging reports or interpretations;
1 Medication administration records;
1 Patient treatment history

Retainfor 10 years after last
provision of healthrelated
services

then
Destroy.

NONARCHIVAL
ESSENTIAL

(for DisasterRecovery)
OPR

11-08-62562 | Patient Medical Records Under Age 18

Retainfor 10 years after last

NONARCHIVAL

Rev.3 Records created by the hospital or dscillary departments on a pgratient basis to provision of healtkrelated ESSENTIAL
document health care services provided to patients under age 18. services (for Dlsagiigecovery
Includes, but is not limited to: or
f Diagnostic, medical, and/or imaging reportsimterpretations; 3 years after patient attains
1 Medication administration records; age 1§whichever is longer
{ Patient treatment history then
Destroy,.
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o

3.5 PATIENT MEDICAL RECORDS

The activity of managing documentation relating to imsessment and treatment of patients.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggi'l\gg),\'l\l :CNT?ON DESIGNATION
NUMBER (DAN]

16-12-69018 | Psychotherapy Notes Retainuntil no longer NONARCHIVAL
Rev. 0 Raw data (e.gaudio/videorecordings, hand written notes) created to document or needed for agency business NONEIS;:’AENT'AL
analyze counseling, therapy, or other mental/behavioral health treatment sessions. T| then
data are kept separatg from counseling records and/or patient medical records. Destroy.

Includes, but is not limited to:

9 Details of fantasies and dreams;
1 Process interactions;
1 Intimate personal information.
Excludes records covered by:
T Counseling RecordsAge 18 and Over (DAN-08-62558)
1 Counseling RecorddJnder Age 18 (DAN5-12-69016;
1 Patient Medical RecordsAge 18 and Over (DAN-08-62561)
1 Patient Medical RecordsUnder Age 18 (DAN 118-62562)

3. HEALTH CARE ANI
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3.5 PATIENT MEDICAL RECORDS

The activity of managing documentation relating to imsessment and treatment of patients.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggi'l\gg),\'l\l :CNT?ON DESIGNATION
NUMBER (DAN]

18-04-69205 | Treatment/Care Planning Data Retainfor 10 years after datg NONARCHIVAL
Rev. 0 Records relating to a projected sequence of treatment procedures, as well as quantit of plan E_SSENT'AL
. . . L. . (for Disaster Recovery
and methodological information used to develop individualized treatment or care plarf then OFM
strategies. Includes diagrams, simidats, dosing calculations, and functional Destroy.
measurements

Excludes records covered by:

Diagnostic Imaging and Testing Recardsge 18 and Over (DAN-D8-62535)
Diagnostic Imaging and Testing Recard$nder Age 18 (DAN 118-62536)
Patient Medical RecordsAge 18 and Over (DAN-D8-62561)

Patient Medical RecordsUnder Age 18 (DAN 418-62562)

Counseling RecordsAge 18 and Over (DAN-08-62558)

Counseling RecorddUnder Age 18 (DAN 12-69016)

= =4 -4 -4 8 -9
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3.6 RADIATION PROTECTION PROGRAM
The activity relating to compliance with laws and regulations governing the receipt, preparation, use, or storage ofivadicgtetrial in hospitg
facilities.
DISPOSITION
AUTHORITY DESCRIPTION EECORDS DIFSQIES;II\IT-II—IC?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN]
11-08-62564 | Brachytherapy Source Accountability Retainfor 3 years after NONARCHIVAL
Rev.0 |wSO02NR& R20dzySyidAy3d AyF2NNIGAZ2Y LISNI A y disposal of source NON%SPSRENT'AL
sources in storagatansport, or use pursuant to WAC 2240-260. then
Includes, but is not limited to documentation of: Destroy.
1 Number and activity of sources removed from storage, time and date remove
from storage, name(s) afdividuals removing them from storage, and location(
of use;
1 Number and activity of sources not implanted or returned to storage, time and
date they were returned to storage, and name(s) of individuals who returned
them to storage;
T Number and activity bsources permanently implanted in the patient or human
research subject.
Note: WAC 24@40p dobc NBIljdzA NBa GKS NBGSyldAzy 2F N
accountability for brachytherapy sources for 3 years after disposal of the source.
11-08-62565 | Byproduct Misadministration Retainfor 8 years after date | NONARCHIVAL
Rev. 0 Records relating to the misadministration of byproduct material or radiation from of event NON%SPSRENT'AL
byproductmaterial. then
Includes, but is not limited to: Destroy.
1 Doses that differ from the prescribed dose by twenty percent or more;
1 Doses that exceed dose equivalents;
1 Doses to skin, an organ, or tissue other thantiteatment site.
3. HEALTH CARE AN[
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3.6 RADIATION PROTECTION PROGRAM
The activity relating to compliance with laws and regulations governing the receipt, preparation, use, or storage ofivadicgtetrial in hospitg
facilities.
DISPOSITION
AUTHORITY DESCRIPTION QECORDS Dlgggill\lT-ll—lgl\ll\l:gT?ON DESIGNATION
NUMBER (DAN]
11-08-62566 | Occupational and Public Dose/Exposuy&eports Retainfor 30 years after NONARCHIVAL
Rev. 0 Records relating to activities, program reviewsasurements, and calculations which termination of last pertinent | NONESSENTIAL
may be necessary to determine the extent of occupational and/or public exposure fro| license or registration OPR
sources of radiation as required in WAC 248-230. then
Includes, but is not limited to: Destroy.
1 Records on Department of Health Form RaHér RHFBA, or equivalent, of doses
received by all individuals for whom moniiog is required pursuant to WAC 246
221-090 and/or 246221-100;
1 Records of doses received during planned special exposures, accidents, and
emergency conditions;
1 Specific information used to calculate the committed effective dose equivalen
pursuant to WAC 246221-040(3);
1 Results of surveys to determine the dose from external sources of radiation u
in the absence of, or in combination with, individual monitoring data, in the
assessment of individual dose equivalents;
1 Results of measurements and cald¢idas used to determine individual intakes o
radioactive material used in the assessment of internal dose;
1 Records showing results of air sampling, surveys, and bioassays required pult
to WAC 24621-117;
 Results of measurements and calculations useglvaluate the release of
radioactive effluents to the environment.
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3.6 RADIATION PROTECTION PROGRAM
The activity relating to compliance with laws and regulations governing the receipt, preparation, use, or storage ofivadicgtetrial in hospitg
facilities.
DISPOSITION
AUTHORITY DESCRIPTION RECORDS Dlgggill\lT-ll—lgl\ll\l:gT?ON DESIGNATION
NUMBER (DAN]
11-08-62567 | Occupational and Public Dose/Exposuy&Vorking Files Retainfor 3 years after NONARCHIVAL
Rev. 0 Records used to prepare Department of Health Form-Relifid/or RHFA, or equivalent | completion of report NON%?DSRENT'AL
as required in WAC 24%21-230(9)(b). then
Note:WAC 24€221-230(9) requires the retention of public dose/exposure working files for| Destroy.
three years after date of document.
11-08-62568 | Patient Releaseg Radiation Retainfor 3 years after NONARCHIVAL
Rev.0 | Records relating to the release of individuals containing unsealed radioactive materig Patient release NON'(E)SPSRENT'AL
implants containing radioactive material as in accordance with WA@2@422. then
Note: WAC 24@40-578 requires the retention of records relating to the release of individu| Destroy.
containing unsealed radioactive material or implants for 3 years.
11-08-62569 | Program Approvals/Changes Retainfor 5 years after date | NONARCHIVAL
Rev. 0 Records relating to management approvals of radiation program licensing, workers, ¢ 0f document/approval NON%SPSRENT'AL
program changes in accordance with WAC-246-551 or WAC 24240-554. then
Destroy.
11-08-62570 | PublicDose Limit Compliance Retainuntil termination of NONARCHIVAL
Rev.0 | Records documenting compliance with public dose limits for individuals as required b 1ast pertinent license or NONEO?DSRENT'AL
WAC 246221-060(4). registration
Note: WAC 24@21-230(8)(b) requires theetention of records documenting compliance witf  then
public dose limits for individuals until termination of last pertinent license or registration. | Destroy.
3. HEALTH CARE AN[
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3.6 RADIATION PROTECTION PROGRAM
The activity relating to compliance with laws and regulations governing the receipt, preparation, use, or storage ofivadicgtetrial in hospitg
facilities.
DISPOSITION
AUTHORITY DESCRIPTION EECORDS Dlgggill\lT-ll—lgl\ll\l:C'Z\lT?ON DESIGNATION
NUMBER (DAN]
11-08-62571 | Radiation Doses Retainfor 3 years after NONARCHIVAL
Rev. 0 Records relating to the administration of radiation doses for which written directives g administration of dose NON%?DSRENT'AL
required. then
Destroy.
11-08-62572 | Radiopharmaceutical Assays Retainfor 2 years after date | NONARCHIVAL
Rev.0 | Records relating to assays of radiopharmaceuticals. of assay NON(EJ'S:;ENT'AL
then
Destroy:.
11-08-62573 | Source Surveys and Tests Retainfor 3 years after date | NONARCHIVAL
Rev. 0 Records relating to the survey and/or testiogbyproduct sources or byproduct source | Of survey/measurement NCN'(E)IS:;ENT'AL
doses. then
Includes, but is not limited to: Destroy.
1 Surveys of implanted brachytherapy sources in accordance with 10 CFR 35.4
1 Byproduct dose activity measurements performed in accordance with WAC 2
240-107;
1 Leak test records of sealed or brachytherapy sources peddrm accordance
with WAC 24840-113(1);
1 Radiopharmaceutical concentration testing of molybden@@ strontium82,
and/or strontium85 in accordance with WAC 2280-160.
3. HEALTH CARE ANI]
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3.6 RADIATION PROTECTION PROGRAM

The activity relating to compliance with laws and regulations governing the receipt, preparation, use, or storage ofivadicgtetrial in hospitg

facilities.
DISPOSITION
AUTHORITY DESCRIPTION EECORDS Dlgggill\lT-ll—lgl\ll\l:gT?ON DESIGNATION
NUMBER (DAN]
11-08-62574 | Surveys General Retainfor 3 years after date | NONARCHIVAL
Rev. 0 Records relating to radiation surveys performed to evaluate the radiological condition| Of survey NONESSENTIAL
. . : ) OPR
and potential hazards incident to the production, use, release, disposal, or presence | then
radiation sources. Destroy.
Includes, but is not limited to:
1 Ambient radiation exposure surveys performed in accordance with WAQ4A%46
119;
1 General surveys as required by WAC-22&110 and/or 246220-040;
1 Hot lab surveys;
1 Mobile medical services surveys performed in accordance with WAQ4N6
125(1)(b) and/or 24€240-125(1)(d);
1 Mobile nuclear medicine surveys;
1 Package surveys as required in WAG228160;
T Surveys of patients, human reseasibjects, and/or remote afterloader units in
accordance with WAC 24810-354 prior to patient release to confirm that the
radiation source(s) has been removed from the patient or subject and returne
the safe shielded position;
1 Working reception surveys
3. HEALTH CARE ANI]
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3.6 RADIATION PROTECTION PROGRAM
The activity relating to compliance with laws and regulations governing the receipt, preparation, use, or storage ofivadicgtetrial in hospitg
facilities.
DISPOSITION
AUTHORITY DESCRIPTION EECORDS Dlgggill\lT-ll—lgl\ll\l:gT?ON DESIGNATION
NUMBER (DAN]
11-08-62575 | Written Directivesg Authorizations Retainfor 3 years after date | NONARCHIVAL
Rev. 0 Written directives from authorized users for the administration of certaiioactive of directive NON%?DSRENT'AL
material as required by WAC 2240-060. then
Note: WAC 24@40-557 requires the retention of writtetlirectives for the administration of | Destroy.
radioactive material for 3 years.
11-08-62576 | Written Directivesg Doses Retainfor 3 years after NONARCHIVAL
Rev. 0 Records relatingp the administration of radiation doses for which written directives ar¢ @dministration of dose NON'(E)SPSRENT'AL
required. then
Destroy:.
11-08-62577 | Written Directivesg Procedures Retainfor the duration of the| NONARCHIVAL
Rev.0 | Procedures for any administration of radioactive material requiring a written directive| I dzi K2 NA | SR dzd NON%SPSRENT'AL
pursuant to WAC 24840-063. then
Note: WAC 24@40-560 requires the retention of procedures for any administration of Destroy.
NI RA2FOGABS YIFGSNAFE NBIdZANARY3I + gNRARGGS
license.
3. HEALTH CARE ANI]
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4. HOSPITAL SUPPORT SERVICES

The function of providing services which support the primary mission of the public hospital.

See theéState Government General Records Retention Schefiuladditional community relations records.

41  FOOD SERVICES

The activity of providing food services for patients, staff, and the public.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEgIgI\ITTIg)I\II\l:gT?ON DESIGNATION
NUMBER (DAN]
11-08-62579 | Menusg Cafeteria Retainfor 1 year after last NONARCHIVAL
Rev.l Records relating to menus for hospital cafeterias. date menu offered NONEIS:“:’AENT'AL
then
Destroy.
11-08-62581 | Patient Meals Retainfor 3 years after end | NONARCHIVAL
Rev.2 Records relating tthe provision of meals to patientsy kitchen staffncluding patient of calendar year NON%SPSRENT'AL
specific dietary orders or requests, menus, and meal counts then
Excludes records incorporated into the Electronic Health Record, covered by: Destroy.
1 Patient Medical RecordsAge 18 and Over (DAN-D8-62561)
1 Patient Medical RecordsUnder Age 18 (DAN 118-62562)
4. HOSPITAL SUPPOR
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42 QUALITY ASSURANCE AND COMPLIANCE

Thefunction of enacting and evaluating policies and guidelines to provide adeqoiatielence that the hospital will fulfill requirements for quality.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
14-12-68725 | Clinical Accreditation Retainfor 6 years after ARCHIVAL
Rev.l Recordselating to the process of requesting or maintaining a national, state, or other| accreditation, certificate, or (Aprl’_:r"gs‘sallzile_?;‘giﬁ
mandatory or voluntary accreditation, certificate, or license, and the documentation | licensureends (for Disaster Recovery
related to the approval or denial. or OPR
Includes, but is not limited to until superseded by new
f Panning documents longer
9 Policies and procedures then
I Performance measures Transferto Washington Statg
1 SQatistics. Archives fomppraisal and
selectiveretention.
4. HOSPITAL SUPPOR
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4.2 QUALITY ASSURANCE AND COMPLIANCE
Thefunction of enacting and evaluating policies and guidelines to provide adeqoiatielence that the hospital will fulfill requirements for quality.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

NUMBER (DAN]

DISPOSITION ACTION

14-12-68726

Clinical Engineering/Medical Equipment Records

Retainfor 8 years after end

NONARCHIVAL

Rev. 1 Records documenting the inspection, ongoing maintenance, repair, and updating of | of calendar year NON%SPS;QENTIAL
hospital medical devices and equipment, including diagnostic imaging equipment, vit{ then
signs monitors, antife support systems. Also includes records documenting medical Destroy.
SldzA LIYSYy 4 LINBLI NBRySaa dzaSR (2 SyadzNB
maintenance history, and to show that supplies and equipment are ready and availal
Includes, but is not limitetb:
9 Initial inspections of medical equipment;
1 Safety checks of medical equipment;
1 Emergency equipment checklists.
Excludes records covered by:
9 Durable Medical Equipment, Prosthetics, Orthotics and Supplies (D@ 18
69200).
11-08-62591 | Clinical Guidelines and Protocols Retainfor 8 years after ARCHIVAL
Rev.1 | Records relating to the UW Medicine produced clinical guidelines and/or protocdtesfo| 0bsolete or superseded (Perggg;ﬁm”;i”)
assessment and treatment of particular conditions. then (for Disaster Recovery
Transferto Washington Statg OPR
Archives for permanent
retention.
4. HOSPITAL SUPPOR
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4.2 QUALITY ASSURANCE AND COMPLIANCE
Thefunction of enacting and evaluating policies and guidelines to provide adeqoiatielence that the hospital will fulfill requirements for quality.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

NUMBER (DAN]

DISPOSITION ACTION

11-08-62584 | Compliance Investigations Retainfor 10years afteend | NONARCHIVAL
Rev.2 Records relating to the discovery, assessment, management and response to allegeq Of investigation NONI(E)?DSI;ENTIAL
violations of federal or state laws and regulations. This includes unauthorized access then
disclosure, modification, and destruction of confidential information (e.g. PIl & &htl) | pestroy,
billing, privacy, Emergency Medical Treatment and Labor Act (EMTALA), and other
investigations andudits. Includes all records of electronic and physical format.
Excludes records covered by:
1 Compute Forensic Investigations (DAR-04-69199.
11-08-62586 | Compliance Training Retainfor 10years after ARCHIVAL
Rev.2 Records relating to compliance trainingpgrams provided by the agendycludes, but is | Superseded (Appraisal Requirel
e . . . . NONESSENTIAL
not limited to, curriculg worksheets, presentations, planning materials, attendance, then OPR
and/or transcripts. Transferto Washington State
Archivedor appraisal and
selective retention.
18-08-69303 | Healthcare Program&xclusion Screening Retainfor 10 years after datg NONARCHIVAL
Rev. 0 Records relating to the screening of workforce and vendors to erthatehese of screening NON%SPSRENT'AL
individuals are not excluded from providing servioaderfederalhealthcareprograms then
such as Medicare or Medicaid, or under stédeel healthcare programs Destroy.
4. HOSPITAL SUPPOR
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4.2 QUALITY ASSURANCE AND COMPLIANCE
Thefunction of enacting and evaluating policies and guidelines to provide adeqoiatielence that the hospital will fulfill requirements for quality.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

NUMBER (DAN]

DISPOSITION ACTION

11-08-62587 | Medical Staff Credentialing/Privilegindenrollment Retainfor 8 years after NONARCHIVAL
Rev.2 Records relating to reviews bNJ OG A GA 2y SNBE Q lj dzl £ A TA OF ¢ | termination of employment NONEIS:*:’AENT'AL
determinations and restrictions of privileges, certifications and licensing, peer then
certifications and evaluations, quality improvement documentatiandpayerenroliment Destroy.
applications determinationsand contracts
Exclues records covered by:
1 Personnet Employment History Files (DAN GS 03042).
Note: RCW 70.41.220 requires the retention of records relating to decisions to restrict or
terminate privileges of practitioners.
11-08-62582 | Patient Medical Recordg Authorized Disclosures and Amendments Retainfor 7 years after date | NONARCHIVAL
Rev.2 Records relating to authorized access to and disclosures of medical records and othe| Of disclosureor amendment NON%SPSRENT'AL
personal health information, includimglease of information. Also includes records then
relating to requests and responses to changes and amendments to medical records ¢ pestroy,
other personal health information.
Excludes changes and amendments thate becomepart of the patient medical record
covered by
1 Patient Medical RecordsAge 18 and Over (DAN-08-62561)
1 Patient Medical RecordsUnder Age 18 (DAN 118-62562)
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4.2 QUALITY ASSURANCE AND COMPLIANCE
Thefunction of enacting and evaluating policies and guidelines to provide adeqoiatielence that the hospital will fulfill requirements for quality.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIES;II\IT-II—IC?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN]
16-03-68951 | Quality Assurance RecordsAge 18 and Over Retainfor 8 years after end NONARCHIVAL
Rev.l Records relating to quality improvement and patient safety in health care services, arf Of calendar year NONI(E)?DSI;ENTIAL

identification and preention of medical malpractice.

Excludes records covered Medical Sté Credentialing/Privilegingnroliment(DAN 11
08-62587)

or

date of final report
whichevelis longer

then
Destroy.

16-03-68952 | Quality Assurance Recorg@dUnderAge 18 Retainfor 26 years after end| NONARCHIVAL
Rev.1 Records relating to quality improvement and patient safety in health care services, ar| Of calendar year NON%SPSRENT'AL
identification and prevention of medical malpractice. then
Excludes records covered Bledical Staff Credentialing/Privilegitignrolment(DAN 11 | Destroy.
08-62587)
11-08-62590 | Radiation Protection Program Audits and Reviews Retainfor 3 years after NONARCHIVAL
Rev.0 | Records relating to audits and revieofsradiation protection program content and completion of audit/review NON%SPSRENT'AL
implementation as required by WAC 2281-005. then
Note: WAC 24@221-230(9)(e) requirethe retention of radiation protection program audit an{ Destroy.
review records for 3 years.
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4.3 REPORTING
The activity of reporting information to external agenace®rganizations.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEgill\IT-II—IC?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN]
11-08-62592 | Baptismal Registries Retainuntil no longer ARCHIVAL
ictri i i i i needed for agency business| (Permanent Retention)
Rev. 0 Logs or registries documenting baptisms performed inrtbsgpital. ) gency NONESSENTIAL
then OPR
Transferto Washington Statg
Archives for permanent
retention.
11-08-62593 | Birth/Death Registers Retainuntil no longer ARCHIVAL
Rev.0 | Registers documenting summary information about births or deaths which have occul Needed for agency business (Pﬁg;”énstggﬁ#mi
in the hospital. then OPR
Transferto Washington Statg
Archives for permanent
retention.
11-08-62594 | Vital Statistics Supporting Documentation Retainfor 1 year after vital NONARCHIVAL
Rev.0 | Records relating to the reporting of vital events/statisticstte Washington State event reported to NON%SPSRENT'AL
Department of Health. Washington State
Depatment of Health
then
Destroy.
4. HOSPITAL SUPPOR
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5. HUMAN RESOURCE MANAGEMENT

TS Fdzy OlGA2y 2F YIyl3iAy3ad (KS K2 alLSaklGovarament Savidral RebddlS RetewtisnSdtiBduly 2 G 02 @
5.1 PERFORMANCE MANAGEMENT
The activity of assessing and directing employee progress toward performance goals.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQgI\IT-II—IOOI\II\I:(IZ\ITEI)ON DESIGNATION
NUMBER (DAN]
11-08-62596 | Physician Call Schedules Retainfor 5 years after NONARCHIVAL
Rev.1 Schedules documenting ezall schedules for hospital physicians. superseded NONESSENTIAL
Excludesecords covered bgaff Pans/ScheduleDAN11-08-62595. then OFM
Note: 42 CFR 489.20()8) requires theetention of physician erall schedules. Destroy.
11-08-62597 | Radiation Safety Officer Retainuntil NONARCHIVAL
Rev.0 | Records relating to the authority, duties, aresponsibilities of the radiation safety office termination/expiration of NONESSENTIAL
Note: WAC 24240-551(2) requires the retention of records relating to the authority, dutieg medical use license OPR
and responsibilities of radiation safety officers urimination/expiration of medical use then
license. Destroy.
11-08-62595 | Staff Plans/Schedules Retainfor 4 years afterend NONARCHIVAL
Rev3 Staff plans, daily assignments, and other scheduling recorasifses, social workers, of calendar year NON%SPSRENT'AL
andor other medical staff. then
Excludes records covered Byysician Call Schedules (DAN&52596) Destroy.
5. HUMAN RESOURCH
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5.2 PERSONNEL

¢CKS FOGAGAGE 2F R2O0dzYSy Ay JagengdyRinchideRwoldnte®siz £ Q&4 SYLX 28 YSyid 6A0GK |
DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Dlgggi'l\gg),\'l\' :CNT?ON DESIGNATION
NUMBER (DAN]

11-08-62598 | Blood/Tissue Bank Employees Retainfor 10 years after NONARCHIVAL

Rev.2 Quiality assurance and training recorgating to blood/tissue bank employees. termination of employment NONI(E)?DSI;ENTIAL
Excludes records covered by: then
1 Personnet Employment History Files (DAN GS 03042). Destroy.
Note: The Collegef American Pathologists recommends the retention of blood bank recor
relating to employees for 10 years.
18-04-69203 | Medical Residents, Fellows, and Interns Retainfor 60 years after NONARCHIVAL
Rev.0 | Records relating to participants in a residency, fellowship, or internship program. Incl| completion ofor withdrawal NONE?SIENT'AL
but is not limited to, application materials, letters of recommendation, appointments, | from progran
evaluations, and certificates obmpletion. then
Destroy.
5. HUMAN RESOURCH
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5.3 STAFF DEVELOPMENT/TRAINING
CKS OGA@GAGE 2F SyKFEyOAy3d SYLX 28SSaQ 02YLISGSyOASa yR aiAftta i
I/DA\IS_I;SSQ]?YN DESCRIPTION OF RECORDS Dlgggill\lT-ll—lgl\'l\l:gT?ON DESIGNATION
NUMBER (DAN]
11-08-62599 | Instruction/Training¢ Occupational Doses Retainuntil no longer NONARCHIVAL
Rev.0 | Records relating to the provision of instruction on occupational radiation doses for | needed for agency business NONI(E)?DSI;ENTIAL
employees who work in radiation areas for whittification of destruction eligibility has| then
been received from the Department of Health. Destroy.
Note: WAC 24@22-030(2) requires the retention of records relating to worker receipt of
instructionsregarding occupational doses of radiation until further notice from Washington
State Department of Health.
11-08-62600 | Instruction/Training¢ Radiation Protection Retainfor 3 years after date | NONARCHIVAL
Rev. 0 Records documenting the provision of safety instruction to personnel who operate re| instruction completed NON%SPSI;ENTIAL
afterloader units, teletherapy units, or gamma stereotactic radiosurgery units in then
accordance with WAC 24810-204, 246240-263, or 246240-360, or who care for Destroy.
patients receiving brachytherapy, radiopharmaceutical therapy, and/or teletherapy.
Note: WAC 24@40-590 requires the retention of records of safety instian for 3 years.
11-08-62601 | Medical Use Licenses Retainfor 8 years after NONARCHIVAL
Rev. 0 Records relating to byproduct material medical use liced¢ained by individuals in termination of employment ESSENTIAL

accordance with 10 CFR 35.11.

then

(for Disaster Recovery

OPR
Includes, but is noirhited to: Destroy.
1 Byproduct material medical use licenses;
1 Radioactive materials general and specific licenses.
5. HUMAN RESOURCIH
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6. LABORATORY AND PATHOLOGY MANAGEMENT
The function ofproviding laboratory and pathology services for the assessment and diagnosis of iliness, disease, and death.
Note: For the retention of laboratory and/or pathology specimens, Washington State Archives recommends agencies reé¢eritidheguidelinesssued by

the American Association of Blood BarkaBB, the College of American Pathologi@@AP)the Clinical Laboratory Improvement Amendments (CLIA), and
applicable state and federal codes and regulations.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEgill\ITTlg\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN]
11-08-62609 | Anatomic Pathology Test Reports Retainfor 10 years after end| NONARCHIVAL
Rev.3 Preliminary, corrected, and final reports derived from the diagnostic examination of | Of calendar year NON%?DS&ENT'AL
organs, tissues, armather pathological specimerend images then
Includes, but is not limited to: Destroy.
1 Surgical pathology reports;
9 Histopathology reports;
9 Oral pathology reports
Excludes records covered bgboratory andPathology Testing Records (DANOBS
69305)
Note: WAC 24838-070 requires the retention of patholotgstreports for 10 years.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(;DI\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN]
11-08-62613 | Blood and Blood ProductsDonor and Recipient Records Retainfor 10 years after final NONARCHIVAL
Rev.1 Records documenting health, social, and other information about donors and recipier donation/receipt E_SSENTlAL
(for Disaster Recovery
blood, blood components, and/or blood products. then OPR
Includes, but is not limited to: Destroy.
1 Recipient consents;
1 Donor andrecipient identifying information
1 Donor and recipient medical and social history
Excludes records covered by:
1 Patient Medical RecordsAge 18 and Over (DAN-08-62561)
1 Patient Medical RecordsUnder Age 18 (DAN 118-62562)
Note: The Americafssociation of Blood Bank&ABB recommends a 1§ear retention for
blood and blood product donor or recipient records.
18-08-69294 | Blood Bank and Transfusion Medicine Proficiency Testing and Biannual Verification | Retainfor 5 years after end | NONARCHIVAL
Rev. 0 Records of calendar year E_SSENTIAL
Records relatingtd K $ LINE OS&a&a 2F SyadNAy3 GKS Ijd then oD e
and results through the testing of external specimens and reporting out of results for | pestroy,
grading/evaluation (i.e., proficiency testing), or through alternative biannual testing
processes
Excludes records covered bgboratory and Pathology Proficiency Testing and Biannug
Verification Records (DANS-08-69309.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEES;'I\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN]
18-08-69295 | Blood Bank and Transfusion Medicine Testing Procedures Retainfor 5 years after NONARCHIVAL
Rev. 0 Records relating to test procedures implemented within blood banks or transfusion | Procedure has been ESSENTIAL
. discontinued (for Disaster Recovery;
services. OPR
Excludes records covered bgboratory and Pathology Testing Procedures (DAGB11 then
62607) Destroy.
18-08-69296 | Blood Bank and Transfusion Medicine Testing Records Retainfor 10 years after end| NONARCHIVAL
Rev.0 Records documenting the storage, typing, testing, processing, and transfusion of blo¢ Of calendar year ESSENTIAL
(for DisasterRecovery)
blood components, and/or blood products. then OPR
Includes, but is not limited to: Destroy.
1 Blood, blood component, and blood product order/release forms;
I Test requisitions and authorizations;
I Test worksheets and logs;
1 Typing and crossatching/compatibility reords;
1 Equipment/instrument calibration and maintenance records;
1 Specimen identification and tracking records;
1 Quality control and assurance records;
9 Testresults and reports.
Excludes records covered by:
1 Anatomic Pathology Test Reports (DEIN8-62609;
9 Clinical Autopsy Test Reports (D¥END8-69298);
1 Cytology Test Reports (DAN0I262619)
1 Laboratory and Pathology Testing Records (DARSIGR305)
6. LABORATORY AN[]
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